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PART 2045 - CGENERAL

Subpart Y - Career Enhancenent
(An Upward Mobility Program

§2045. 1201 Purpose.

(a) The Farmers Home Administration (FnHA) Career Enhancenent Program
is an in-house training programdesigned to neet specific Agency needs
where traditional recruitment systenms indicated |imted success, and at
the sane tine inprove career opportunities for those enpl oyees who are
the nost abl e and deserving of special career assistance serving in
career or career-conditional appointnents in single-interval series
positions grade |evel GS-1 through GS-9, and equi val ent Wage G ade
t hroughout the National, State, and Finance Ofices. Enployees serving
under Schedule A authority, Section 213.3012(u) (Enploynent of the
Severely Physically Handi capped), or under a Veteran's Readjustnent
Appointnment are also eligible for consideration under this program

(b) This ongoing career programw ||l enable the Agency to better neet
m ssion objectives while assisting enployees to enter and qualify for
positions of different and/or greater responsibility and remuneration.
Upward Mobility progranming is an inportant conponent of affirmative
Equal Enpl oynent Opportunity.

§2045. 1202 Authority.

Trai ni ng and educational activities provided for the Career Enhancenent/
Upward Mbility Program are pursuant to, and consistent with provisions of:

(a) Federal Personnel Manual (FPM and Department of Agriculture

Per sonnel Manual (DPM, Ofice of Personnel Managenent (OPM regul ations
regarding upward nmobility are in FPM Letter No. 338-9, No. 713-27, FPM
Chapter 273, and FPM and DPM Chapter 410. The regul ati ons whi ch appear
in the RD Instruction Manual and DPM Chapter 411, shall govern FrmHA
activities.

(b) Equal Enployment Opportunity Act of March 24, 1972, Public Law 92-
261.

(c) Executive Order 11478, as Anended, Equal Enpl oynent Cpportunity in
Federal Government.

(d) Public Law 85-507, The Governnent Enpl oyee's Training Act.

(e) Cvil Service Reform Act of 1978, Section 7201.

DI STRI BUTI ON: W5DC Per sonnel
Cener al
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§2045. 1203 Policy.

The FnHA Career Enhancement Programis designed to suppl ement the USDA
Upward Mbility Program (Reference DPM 411, Subchapter 1, Paragraph 5-a).
It is the goal of the Agency to inplenent and conduct the Career Enhancenent
Program consi stent wth:

(a) sound position managenent and wor kf orce pl anni ng.

(b) the goals and conmitnents established in the Agency's Affirmative
Action Plan (AAP)

(c) a neans of considering all enpl oyees whose perfornmance and
circunst ances warrant special Agency assistance, and those enpl oyees
already qualified for the position(s) but who are underutilized.

(d) selection of program participants in accordance with applicable
USDA and FrmHA Merit Pronotion policies, principles and procedures.

(e) providing education and training designed to neet the specific
Agency needs as well as qualifications requirements of the target
position in accordance with FnmHA staffing plans and O fice of Personne
Managenent Handbook X-118. Additional education and training may be
provided to enhance the enpl oyee's conpetence as specific needs are
identified.

(f) assisting the Agency to neet its goals and objectives through
ai di ng sel ected enployees to better neet their career goals.

§2045. 1204 Definitions.

As an aid to those persons who have programresponsibility, and to
provi de consistency in basic term nology, a glossary of ternms and practices is
i ncluded. These ternms that foll ow are comon to both personnel and the Upward
Mobility Program and as such, their definitions should be consistent.

(a) Career developnent for |ower-1level enployees (the officia
designation of the programand hereafter referred to as Career
Enhancenent Program A systematic managenent effort that focuses
Federal personnel policy and practice on the devel opnent and

i npl enent ati on of specific career opportunities for enployees in
Positions or occupational series which do not enable themto realize

their full work potential. Upward Mbility provides devel opnment a
opportunities to enpl oyees which go beyond nornal staff devel opment al
practi ces.

(b) Target position. A current or projected staffing need havi ng known
promotion potential which an agency will fill through its Upward
Mobility Program Al so, the specific position for which the Career
Enhancenent/ Upward Mbility trainee is being trained foll ow ng
conpetitive sel ection.




§2045. 1204 (b) (Con.) RD I nstruction 2045-Y

The target position or job may be further defined as having a trainee
level, a target level, and a journeyman level. The trainee level is the
entry level for the individual enployee. The target level is usually
one or nore |levels beyond the entry level in terns of grade and
responsibilities. The journeyman |evel of the Position is the highest

I evel within the career |adder an enpl oyee can reach w thout further
conpetition. The Career Enhancenent/Upward Mbility trai nee, once
havi ng reached the target |evel, receives subsequent pronotions in the
sane manner as enpl oyees who entered the occupational series from other
sources and is no |onger a program participant.

(c) Single-interval series positions. Single-interval series positions
for purposes of the Program generally are those excluded from Appendi x
A, Chapter 300 of the FPM (i.e., GS-1101 Loan Technici an, GS-809
Construction Aid, GS-530 Cash derk, W5 3502 Laborers)

(d) Equivalent positions. Equivalent positions are those positions not
within the General Schedule (GS), but which have basic conpensation
rates conparable to those found within the GS-1 through GS-9 grade

| evel s.

(e) Trainee. An individual who has been conpetitively selected to fil
the target position, subject to the satisfactory conpletion of the
training requirements in the IDP. If the Departnental Training
Agreenent is used, an individual selected conpetitively may be placed
directly into the target series. This type of novenment requires that
training MIUST foll ow placenent into the target series.

(f) Enployees with underutilized skills. An enployee who is basically
"qualified" (i.e., fully neets X-118 Qualification Standards) for a

hi gher | evel position but who, because of various circunstances, is
presently holding a position which does not fully utilize their past
experi ences and/or know edges.

(g) Undertrained enpl oyees. Enployees whose underutilized or |atent
potential (most often found in dead-end positions) can he identified and
devel oped t hrough work experience and/or structured training, thus
enabling themto performat a higher level than their present position
requires. These enpl oyees require additional training and/or experience
to neet the X-118 qualifications of the target position

(h) Career Counselor. An enployee trained to assist in career planning
by providing informati on and gui dance on ways in which candi dates can
advance their career and fully utilize their skills.
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§2045. 1204 (Con.)

(i) Individual Devel opment Plan/Training Plan (IDP or TP). An approved
docunent that has been prepared by the supervisor, selectee, training
of ficer and other appropriate officials which outlines all necessary on-

the-job and formal training for the target position. In addition, it
outlines the requirenents of the plan and the responsibilities of the
enpl oyee.

(j) Training agreenment. A negotiated instrunment between an agency and
OPM whi ch all ows for movenent of enployees into trainee positions in
order to qualify themthrough work experiences and training for
specified target jobs within a prescribed tinmefrane.

(k) _Career |adder. A series of positions having clearly defined
successi ve non-conpetitive pronotions fromthe entrance |level to the
journeyman level in a career field.

(1) Bridge Position. Position in an occupational series that provides
qual i fyi ng experi ence enabling an enpl oyee to nove into a specialized or
hi gher - grade occupation (generally, the novenment froma one to a two-
grade interval occupational career |adder).

(m Entry and cross-over. The novenent from non-professional one-grade
increnent jobs to different occupational series at the entry or

par apr of essi onal |evels. This novenment can be effected only as a result
of qualifications gained either through training or experience or a
conbi nati on of training and experience.

8§2045. 1205 Program obj ecti ves.

The objective of the programare to:
(a) neet unfulfilled Agency recruitnment needs,

(b) provide managers/supervisors with an alternative method of filling
positions conpatible with the personal career goals of high quality

enpl oyees currently in single-interval series positions who have limted
opportunities for advancenent.

(c) effectively utilize the potential of FnHA National, State, and
Finance O fice enployees to neet current and projected staffing needs.

(d) provide training and other opportunities for enployees to acquire
needed know edges, skills, and abilities.

(e) make FnHA upward nobility efforts consistent with the Agency AAP
and Federal Equal Opportunity Recruitment Plan (FEORP).
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82045. 1206 Programresponsibilities.

(a) Admnistrator.

(1) Approves program and operational needs and priorities to ensure
a nmeani ngful Career Enhancenment Programin accordance with resource
needs.

(2) Authorizes designation of an Career Enhancenent/Upward Mbility
Coordi nator for the Agency.

(3) Periodically reviews reports on the operation of the Program
and its participants.

(4) Assures that positions targeted through the AAP are assigned to
t he program consi stent with Agency needs.

(5) Assures that nmanagers, supervisors, and enployees are aware of
their roles and responsibilities in the programand that Upward
Mobility is a staffing alternative which may be used whenever
appropri ate.

(6) Assures top managenment support and conmitnment and adherence to
program princi ples and procedure outlined herein.

(7) Designates a task force who will review FHA Upward Mbility
policies and procedures and prepare changes as necessary. Task
force will be conposed of a representative fromthe Personne

Di vi sion, Training Branch, EO Staff and a Program O fici al

(b) Associate Administrator and Deputy Administrators. Provide
executive | eadership to the Career Enhancenment/Upward Mbility Program
in their program areas and take necessary actions to assure that Upward
Mobility programactivities are consistent with affirmative action pl ans
and goals are nmet by managers serving within their jurisdiction

(c) Duwvision Directors, Staff Ofice Heads, State Directors and
Assistant Administrator, Finance Ofice.

(1) Exam ne organizational structures and positions in terns of
sound position managenment and wor kforce planni ng and redesign jobs
if possible to alleviate recruitment problens, utilizing upward
mobi lity and ot her special enphasis prograns (i.e., handi capped,
Vet er ans readj ust ment appoi ntnents, etc.).

(2) Managers of organizational entities which have Upward Mobi

lity
positions will design and inplenent a conprehensive Upward Mbility

5
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§2045. 1206 (c) (2) (Con.)

training program The inplenmentation of specific aspects of the
program may be del egated to appropriate supervisors/managers within
t he parent organizational entity.

(3) Provide for the maximumutilization of the skills and training
of their enpl oyees.

(4) Devel op additional guidelines and policies as needed to
facilitate i nplenmentation of the Career Enhancenent/Upward Mbility
Programin their organizational entity to assure achi evenents of
affirmati ve action plan goals.

(d) Supervisors/NManagers.

(1) Should be aware that the Career Enhancenent/Upward Mbility
Programis available for use at any tinme as an alternative staffing
met hod outside of the targets devel oped t hrough the AAP.

(2) ldentify needed Position skills, job performance standards, and
types of training required for trainees.

(3) Must conplete a supervisory appraisal formfor his/her enpl oyee
who may apply for an Upward Mobility position

(4) Select, counsel and guide upward nobility trainees through
successful conpl etion of the program

(5) Establish and maintain an open relationship with trainee.

(6) Counsel and coach trainees to utilize training opportunities to
nake appropriate occupational/professional career choices.

(7) Design and inplement a conprehensive Upward Mbility training
plan for the individual participants.

(8) Conduct frequent consultations with trainee, enphasizing
trai nee's strong points of performance and identifying weak points
for needed inproved perfornance.

(e) Drector, Personnel Division. Provides technical |eadership to
ensure the overall success of the Career Enhancenent/Upward Mbility
pr ogram

(f) Personnel Division, State Ofice Administrative Staffs, and Fi nance
Ofice Personnel Staff wll:

(1) assess human resource needs based on staffing plans, projected
retirements, vacancies, new positions, m ssion changes, etc.

6
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(9)

(h)

(2) analyze data essential to the identification of recruitnent
probl ems, target positions, position requirenents, selection
systens, and career |adder el enents.

(3) assist managenent in identifying areas where job restructuring
and bridge positions can effectively reduce recruitnment/placenent
difficulties through utilization of Upward Mbility Program
principl es.

(4) encourage managenent to expand the use of para-professional and
techni cal occupations in lieu of professional positions where
possi bl e.

(5) assist in the conduct of a skills survey, analyzing resulting
data and establishing, maintaining and fully utilizing a skills bank
and needs |ist.

(6) assure that a bona fide need exists and that a nerit based
sel ection systemis used to select Program participants.

(7) devel op necessary special docunents to be used in inplenenting
the Program i.e., long-termunfilled position vacancies, training
agreenents, selection criteria and rating fornms, and other Program
formns.

(8) participate in the overall planning, inplenentation, and
eval uation of the Program

(9) assist nanagers in insuring targeting recruitment as identified
in the Federal Equal Opportunity Recruitnent Plan (FEORP).

(10) establish panels to determne applicants with the highest
potenti al .

Equal Qpportunity Staff wll:

(1) assist line managers in the Upward Mbility targeting process
found in the AAP.

(2) ensure that the FnHA AAP includes utilization of the FrHA
Car eer Enhancenent Program

(3) participate in programevaluation reviews to determ ne progress
toward achieving affirmative action goals and objectives.

Upward Mobility Coordinator:

(1) Works with an Upward Mbility Conmittee or Task Force appointed
by the Administrator to assist in review ng/revising FrHA Career
Enhancenent Program

(3-4-87) PN 42



RD I nstruction 2045-Y
8§2045.1206 (h) (Con.)

(2) Provides Career Enhancenent Programorientation for Nationa
Ofice and field enpl oyees.

(3) Assures that additional guidelines and instructions are
devel oped as necessary for use by managers and supervisors in
i mpl ementi ng the Career Enhancenent Program

(4) Provides guidance to State Ofices and the Finance Ofice in
devel opi ng appropriate tools to conduct a skills survey, to collect
and maintain resulting data for easy retrieval. Al so, perforns this
function for the National Ofice

(5) Gathers and analyzes data required to further devel op and
coordi nate the Programas well as maintain an agency-w de nonitoring
and evaluation function. This will include an annual assessment of
the National Ofice programas well as a consolidated annua
assessnent of FnHA Agency-w de program

(6) Makes recomendations on policy issuances and instructions for
staff planning after consulting with the Personnel Division

(7) Maintains liaison with coordinators of special enphasis
progranms and persons assisting in the inplenentation of the FnHA
Career Enhancenent Program (i.e., Federal Wnen's Program Manager
(FWP), Hispanic Enpl oynent Program (HEP), etc.).

(8) Ensures that career counseling services are avail abl e.

(9) Assists in the preparation of training agreenents or other
resources to nmeet training needs.

(10) Assures full and effective publicity for the Program and
participants.

Director, Personnel Division.

(1) Provides first line managers and supervisors in the Nationa
Ofice with necessary information and gui dance on training courses
and techni ques appropriate to the target position

(2) Provides Program participants and supervisors with information
and gui dance on assignnents and devel opnent al experi ences
appropriate to the target position

(3) Assists participants and supervisors in devel oping the
i ndi vi dual devel opnent plan which will identify specific training
needs of the participant.



§2045. 1206 (i) (Con.) RD I nstruction 2045-Y
(4) Provides guidance to State Ofices and the Finance Ofice in
acconplishing 1, 2, and 3 above.

(5) Coordinates all resources and arrangenents for training.

(6) Prepares and subnits necessary reports to the Upward Mbility
Coordi nator and assures that appropriate records and reports are
included in participants personnel folders.

(7) Participates throughout the overall planning, inplenentation,
and eval uation of the Program

(j) Budget Staff and Finance Ofice.

(1) Assist in estimating and accounting for dollar resources.

(2) Develop a system whereby Program costs can be readily conpil ed
for reference purposes.

(3) Keep nmanagers and supervisors informed on budget obligations in
relation to the Program

4) Participate in evaluation of the Programto determ ne cost-
ff

ef f ecti veness.

(k) State, Finance, and National Ofice Equal Enploynent Opportunity
(EEQ) Conmittees. The EEO Committees will participate in the

i npl enentati on of the FnHA Career Enhancenent Program The EEO
Conmittee will assure conpliance with applicable EEO rul es and

regul ations and integrity of the FnHA EEO Affirmative Action Plan, and
the Merit Pronotion Program

(1) Assist in designing Upward Mobility positions in line with
State and Finance Ofice's staffing needs.

(2) Assist EEO Oficer or Admnistrative Oficer in determnining
progress toward achieving affirmative actions or goals.

(3) Assist in publicizing the Career Enhancenent Program

(1) Administrative Oficers.

(1) Prepare and issue Career Enhancenent Program gui delines for
their respective State/Finance Ofice.

(2) 1In those States that have unions (exclusive representatives)
the Adm nistrative O ficer nust negotiate with themin the

devel opnent and inplementation of Upward Mbility activities and the
manner in which they are carried out.

9
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§2045. 1206 (1) (Con.)

(3) Assess work force needs based on staffing plans, projected
retirements, vacancies, new positions, m ssion changes, etc.
Conduct and eval uate any skills survey deenmed necessary.

(4) Provide technical assistance to the unit managers on the
i npl enent ati on of Career Enhancement Program activities, including
job restructuring.

(5) Prepare and distribute programinformation to enpl oyees,
supervi sors, and managers to achi eve effective conmmuni cati ons.

(6) Coordinates activities with EEO officials to ensure a unified
approach to the achi evenent of AAP goal s.

(7) Provide input for local Affirmative Action Plan devel opment and
acconpl i shnent reporting.

(8) Ensure that merit principles are followed in selecting
trai nees.

(9) Develop or utilize special processes in inplenmenting the
program such as evaluation criteria, rating forns, and other
program f or ns.

(10) Assist supervisors with devel oping training plans for upward
nobility trainees, identify training resources, and nonitor training
to ensure quality and enpl oyee progress.

(11) Provide career counseling information to supervisors, relating
to qualifications, career opportunities, available training, and
devel opnental opportunities.

(12) Participate in periodic reviews and analysis to determ ne
program progress including the achi evenent of affirmative action
goal s and objectives. FPMletter 713-40, DPMletter 713-22.

(m Career Enhancenent Upward Mobility trainee. The enpl oyee/trainee
responsibilities include but are not Iimted to the foll ow ng:

(1) participates in the preparation of the Individual Training
Pl an.

(2) performs to the best of his/her ability the job duties and
responsibilities of the assigned position

(3) pursues educational training assignments with diligence and
det ermi nati on.

(4) wll initiate in self-devel opnent activities to supplenment and
augnent the training given.

10



§2045. 1206 (m (Con.) RD I nstruction 2045-Y

(5) maintains frequent consultation with supervisors, Upward
Mobility Coordi nator, Director of Personnel, Personnel Ofice,
Fi nance O fice, and/or Administrative Oficer.

(6) inforns the supervisor, training coordi nator and/or
Admi ni strative staff of problenms which may affect the quality of
trai ning and job perfornmance.

82045. 1207 Assessnent of the Career Enhancenent/Upward Mbility base.

To provide a sound base upon which an Upward Mbility Program can be
devel oped and subsequently executed and adm ni stered, the National Ofice,
Fi nance O fice, and State Ofices are responsible for making a conpl ete and
det ai |l ed annual assessnent of existing programefforts, analysis of conditions
whi ch may enhance or inpede the realization of Upward Mbility goals, and a
review of programefforts which directly or indirectly inmpact Upward Mbility
to determne a need for change (see Exhibit K). This assessnment will be
prepared by the State Administrative Oficer, Personnel Oficer, Finance
Ofice, with the assistance of the EEO Conmittee. At the National Ofice, the
assessnment will be prepared by the Upward Mobility Coordinator with assistance
fromthe Personnel Division and EEO Staff. This assessnent will formthe
basis for (a) revisions of the basic Upward Mbility Plan; and (b) its
i mpl ement ati on and subsequent admi nistration. The assessnent shoul d incl ude
the foll ow ng:

(a) analysis of present managenment support and conmitnment to the
principles of Upward Mbility. (Analysis should reflect denonstrated
i ndi cators--not just philosophy as seen by managenent).

(b) evaluation of existing efforts to achieve Upward Mbility
obj ectives including the adequacy of action taken on the plans contai ned
in the EEO Affirnative Action Pl an.

(c) analysis of turnover, pronotional actions, and new hires to
determ ne the extent to which Upward Mobility opportunities wll exist
(to include projections caused by retirenents, expansions, etc.). This
effort nust be coordinated with work force planning activities being
conducted on a continuing basis as assessnents are updated by the State
and National Ofices.

(d) organization and work force analysis to identify positions and/or
occupational fields which can be targeted for inclusion in the Career
Enhancenent Program and positions and/or occupational fields where
Upward Mobility principles are not applicable.

(e) review of the Merit Pronotion and Staffing Prograns to determ ne
the extent to which existing policies, practices and procedures
accommodat e or inpede the Upward Mobility effort.

11
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§2045. 1207 (Con.)

(f) review of devel opment progranms to determ ne capability of the
activity to provide for training for participating enpl oyees. (Are
there educational institutions or other training facilities avail able
near the organization?)

(g) review of existing grading patterns to deternmine if career |adders
are provided for enployees to progress fromentry level position to
target jobs.

(h) a skills inventory of enployees in grades G5-9 and bel ow. See
Exhibit | for a sanple for which can be used in conducting a skills
utilization survey.

82045. 1208 Description of program

(a) Upward Mbility 1S: An alternative nmeans of staffing to neet

speci fic Agency needs and provide training, educational and job
opportunities to high quality enployees in single-interval series
positions GS-I through GS-9 and Wage grade equivalent to advance to
positions of different and/or greater responsibility and remuneration.
Upward Mbility provides opportunities for FmHA enpl oyees to nove into
skill ed or paraprofessional and professional positions through a

conbi nati on of on-the-job training and formal skills training as
prescribed by individualized training plans. Since the program provides
for an extension of career |adders beyond the normal progression of the
i ndi vi dual enpl oyee's current career ladder, it will nearly always
result in a classification series change for the enpl oyee. Because
Upward Mobility assignnments are highly selective in the kinds and degree
of devel opnental experiences provided, the selection for a Career
Enhancenent/ Upward Mobility assignment al ways begins in open conpetition
under provisions of the Merit Pronotion Plan.

(b) Upward Mbility is NOT:

(1) automatic for all enployees. Enployees nust apply and be
conpetitively selected for Upward Mobility positions.

(2) a newhire program

(3) for enployees in professional positions requiring positive
educati onal requirenents.

(4) for enployees above the GS-9 grade |evel or equival ent wage
grade or for enpl oyees serving in two-grade interval series.

(5) for tenporary enpl oyees

12
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(6) a guaranteed pronotion for all enployes selected for Upward
Mobility positions. (Enployees nmust be performng at a fully
satisfactory level in their current position before pronotion to a
hi gher grade or target position).

82045. 1209 Pl anning for Career Enhancenent Upward Mbility positions.

Supervi sors, Managers and Program Administrators will use the follow ng
nmet hods to identify Career Enhancenent/Upward Mbility positions. Special
attention should be given to hard-to-fill positions (see Exhibit K).

(a) Projected vacancies. Analyze current and anticipated staffing
needs to estimate the nunber and types of needed position vacancies as
wel |l as timeframes in which vacancies mght occur. Consideration should
be given to

(1) position managenent and workforce planning inplication

(2) new and emergi ng occupations for which the Agency will have a
signi ficant denand.

(3) occupational groups with relatively |large enpl oyee popul ati ons
within the National Ofice, Finance Ofice or State Ofice

(4) positions that have been difficult to fill through externa
recrul tnent.

(b) Projected recruiting sources. These steps will be used to identify
and project recruiting needs/sources:

(1) Wthin the context of sound position nmanagenment and wor kforce
pl anni ng, managers mnust carefully weigh the needs of the unit for a
cadre of well-trained enpl oyees or coll ege graduates agai nst the
denonstrat ed need, advantages, as well as a desire to provide

meani ngf ul Car eer Enhancenent/ Upward Mbility opportunities.

(2) Review skills of current enployees (G5-1to G5-9, W>1 to W59)
to determ ne which and how nmany position vacancies identified could
be filled through normal merit pronotion procedures by individuals
who al ready neet the established qualification standards. One neans
for review ng enployees' skills is through a skills inventory. A
limted amount of information is also available in the Managenent
Anal ysi s Reporting System (MARS). (Exhibit A)

(3) Review Potential recruiting sources outside FnmHA and eval uate
the quality of potential applicants fromentry level through ful
per f ormance | evel .

13
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(4) Determ ne which of the remnaining vacanci es can be restructured
or bridged through Upward Mbility.

(c) Current vacancies. As vacancies occur, supervisors and Personne
Managenment will review individual positions to determ ne whether they
shoul d be considered for Upward Mbility using the guidelines above.
Exam ne the tool s and nmet hods whi ch may be used to nmake these
opportunities avail able to enpl oyees, considering such flexibilities as
the foll ow ng:

(d) Restructuring. Through job restructuring, a nanager is required to
| ook at the organization as a system to anal yze each part with greater
precision and to fully understand the rel ati onshi p anong organi zati ona
units, workflow, and goals. A valuable spin-off is a reduction in

average grade level. Wth a different job m x including bridge
positions, the work is spread over a greater grade range and fewer high-
| evel people are needed. |Inproved training prograns and sel ection

procedures often result fromthe inplenentation and conti nued
functioning of the new work arrangenent. Positions can be restructured
by reducing difficulty of the work or rearranging the work of the unit,

to allow filling the vacancy at a |lower grade level. Position vacancies
at grade |levels above the journeyman grade | evel may not be restructured
for filling at a lower grade in a manner which will exclude qualified

eligibles fromconpetition, (i.e., a position G512 restructured to GS-
Il should not restrict an eligible G5-9 fromconsideration.)

(e) Bridge positions. Consider the establishment of positions which
will "bridge" the gap between a | ower-level position and the first rung
of an established career |adder (i.e., clerk to technician) or "bridge"
the gap between a career ladder with |l esser growh to one with greater
growm h potential (i.e., GS-1101 Loan Techni cian position can be
established to provide a bridge between the clerical and two-grade

i nterval GS-1165 Loan Specialist positions). A job analysis of the
duties of the target position will provide the basis for devel oping the
job descriptions of bridge positions. The duties in the bridge position
shoul d provi de experiences to qualify an individual for the next rung of
t he | adder.

(f) Redistribution of the professional tasks. Consider using the task
anal ysis techni que to pinpoint sem -professional or technical tasks
which the professional is required to perform |If there are enough of
t hese duties, they can be conmbined to create one or nore

par apr of essi onal jobs. This technique may be used separately or in
conjunction with the establishment of a "bridge" position to permt
further career progression fromthe paraprofessional position to the

pr of essi onal career |adder position

14
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82405. 1210 Sel ection Procedure:

Open conpetition, via vacancy announcenent nust be used whenever a Career
Enhancenent /Upward Mobility position is to be filled. The vacancy
announcenent will provide the following (Exhibit J):

(a) the position is identified as a Career Enhancenent/Upward Mbility
Qpportunity.

(b) the target level of position to be filled. The m nimum area of
consi deration for the Career Enhancenent/Upward Mobility position wll
be established, i.e., State-wi de, Finance O fice-w de, National Ofice-
wi de.

(c) the entry level(s) at which the position may be filled.

(d) a statenent on the special training requirenents for Career
Enhancenent/Upward Mbility as well as a statenent that an individua
training plan will be prepared to neet the requirenents of the position
and the individual selected.

(e) requirenent for a supervisory appraisal formto neasure applicant's
potenti al .

(f) a statenent on eligibility for salary retention stating that if the
enpl oyee is selected and his/her current salary cannot be accommvdat ed
within the rate range of the entry-level position for which sel ected,
denotion of the enployee entering the Career Enhancenent/Upward Mbility
Programis not to be considered "at the enpl oyee's request” for pay
determ nati on purposes and the enployee is entitled to salary retention

(g) a statenent describing how the candidates will be eval uated.

§2045.1211 Eligibility criteria.

To be eligible to apply for the FnHA Career Enhancenent/Upward Mbility
Program an enpl oyee nust:

(a) be currently assigned to a one-grade interval position. G5 1
t hrough GS-9 or equival ent wage grade

(b) hold either a career or career-conditional appointnent or serving
under special authorities for the severely physically handi capped or VRA
wi thin the Department of Agriculture.

(c) be within the mnimm area of consideration specified in the
Vacancy announcenent. (i.e., FnHA-Statew de).

(d) have a current performance rating of satisfactory or better.
(e) have served one or nore years in the Federal service.

15
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8§2045. 1212 Application procedures.

(a) Enployees who nmeet the basic eligibility criteria shall submt the
following forms to the address indicated on the vacancy announcenent
(Exhibit B)

(1) SF-171, "Application for Federal Enploynent™

(2) nost recent perfornmance eval uation

(3) Basic Career Enhancenent/Upward Mbility Application (Exhibit
O

(4) Job El enent Supervisory Appraisal (Exhibit D)
(5) Job Elenent Individual Appraisal (Exhibit E)

(b) Applications nust be received by close of business on the deadline
date indicated in the announcenent.

82045. 1213 CQualification requirenents.

X-118 Qualification Standards for the appropriate series must be met in an
Upward Mbility situation where an enployee is selected for a higher |eve
Position than the one which he/she presently occupies. In those instances
where an enployee is selected for a lateral reassignnment, qualifications could
be tenporarily waived under a Department of Agriculture Training Agreenent.
Qualification Standards nust be fully satisfied, however, before the enployee
can be prompted to the next higher grade |evel

82045. 1214 Evaluation and selection of participants.

Establ i shed nmerit pronotion procedures nust be used in the conpetitive

eval uation and sel ecti on of enployees for Upward Mbility. Inasmuch as the
assessment of potential for satisfactory performance in the target position is
the primary objective in the evaluation of candidates for these trainee
positions, an analysis of the requirenments of the job will be made and

i nterested enployees will be rated on relevant work traits, skills, and
abilities, using a job el enment analysis (see exanple of Exhibits D and E)
Candi dates will be rated through supervisory appraisals of the enpl oyee's
potential, and where avail abl e, other evidence of potential (see Exhibit C
such as sel f-devel opnent activities, work history (SF 171), interest in the
new job, and pertinent outside activities and awards should be considered in
determ ning potential. Elenents such as reliability and dependability,

comuni cation skills, analytical ability, aptitude, and interest in the career
field, ability to work with others, ability to deal with people, ability to
wor k i ndependently, etc., may al so be used to eval uate Potenti al

(a) Al applicants will be rated against the identified eval uation
criteria, using the follow ng nethods of assessing potential such as:
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(1) supervisory appraisal formfor nmeasuring potential. (See
Exhi bits D and E)

(2) performance ratings which reflect related know edge, skills and
abilities.

(3) personal interview conducted by a panel to determ ne |ikelihood
of success in assuming new duties (not necessarily subject matter
experts or the selecting official. May be done by proxy when
necessary).

(4) statenent of self-devel opnent activities, career goa
obj ectives and interests.

b) A list of high quality candidates will be referred to selection
ff

(
officials on the pronmotion certificate.

82045. 1215 Selection letter.

If the enpl oyee selected nmeets the criteria for the Upward Mbility
Qpportunity, the selection letter must provide the essential information about
t he enpl oyee's and managenent's responsibilities to the program (See Exhibit
F)

82045. 1216 Individual Training Agreenent and Pl an.

If the selected enpl oyee does not neet the X-118 Qualification Standards
for the entry |level position, the USDA Career Enhancenent/Upward Mbility
Trai ni ng Agreenent nust be used. This approved training agreenent involves a
wai ver of qualification standards for entrance into trainee positions and/or
substitution of training for qualifications required for target positions.
Thi s agreenment provides for accelerated training for a portion of the
experience and training requirenments found in the X-118 Qualification
Standards. This accel erated training neans that a conbi nati on of enpl oyee-
present ed background plus training and experience predicated on the |ndividua
Trai ning Plan provides evidence of qualifications for the Position. For every
nonth of training under the Plan, two nonths of experience may be credited.
Units filling a Career Enhancenent/Upward Mobility position shall prepare an
I ndi vidual Training Plan for the enpl oyees selected indicating the foll ow ng:
obj ectives, responsibilities, type of training, proposed tinetable, and etc.
for nmeeting the target requirenents.

8§2045. 1217 Fornmal training.

Trai nees may participate in acadenm c courses offered at |ocal school s,
col | eges, correspondence or inter-agency facilities. These courses nust be
rel evant to the target position and may be taken during or after working hours
at government expense.

17
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82045. 1218 Length of training.

(a) Training in a Career Enhancenent/Upward Mbility position wll
continue until the incunbent is qualified for the target position.
Trainees will be expected to progress fromgrade to grade, i.e., single-
grade interval fromGS-3 to GS-4, and GS-5, i.e., two-grade interva
fromGS-5to G5-7 and GS-7 to GS-9 as performance, time-in-grade, and X-
118 qualifications requirenents are net.

(b) The length of training period may be extended for a period up to
six months as needed for the follow ng reasons:

(1) cover time lost through illnness;

(2) provide a trainee tinme to nmeet m ni num st andards of
acconpl i shnments during any nmaj or phase of the training or major
assi gnnents; or

(3) provide additional tinme for trainee to participate in specia
trai ning prograns, courses or reassignnents.

8§2045. 1219 Failure to neet perfornmance requirenents.

If at any time during the training period enployees fail to neet the
performance requirements of the training program they nmay be returned to
their former position or placed in a position conensurate with their
experi ence and grade |l evel. The action should be acconplished so it will have
the | east adverse effect on the enployee. Any pronotions received since
entering the programw ||l be forfeited if trainees fail to conplete the entire
trai ning programand reach the target grade. A statenment acknow edging this
must be signed and dated by each participant to which this would pertain prior
to entering the program In cases where an enpl oyee entered the Program
through a voluntary change to | ower grade, repronotion to the enpl oyee's
former grade level will be subject to conpetitive nerit pronotion procedures.
Unsuccessful enpl oyees who voluntarily changed to | ower grade will be
reassi gned to an appropriate position at the lower-level. Pay retention for
reassi gned enpl oyees will continue until one of the follow ng events occur

(a) the enployee becones entitled to a rate of basic pay equal to or
hi gher than the retained rate; or

(b) the enployee has a formal break in service of one workday or nore;
or

(c) the enployee declines a "reasonable offer"” of a position for which
the rate of basic pay is equal to or higher than the retained rate; or

(d) the enployee is denpted for personal cause or at his or her own
request.
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82045. 1220 Rel ease from training.

(a) Enployees will be released fromthe Programif they fail to perform
satisfactorily, and they do not nmake full use of the training being
Provi ded or do not apply thenselves fully.

(b) Enployees, with the consent and approval of their supervisors, nmay
wi thdraw fromthe training without penalty. However, their training
time may only be credited on a nonth-for-nmonth basis and not at an
accel erated rate as provided in FPM Letter 338-9.

82045. 1221 Requirenents governing pronotions.

An enpl oyee may be prompted a maxi num of two grades (or equivalent) in 1 year
solely as a result of this training agreenment. Wen the enpl oyee has had
prior service which my be counted in determning eligibility for further
promotion, pronotions of nore than two grades in 1 year may result. Also, an
enpl oyee may have been pronpted recently under another exception of subchapter
6 of FPM Chapter 300 and that pronotion plus pronotions under this training
agreement may result in pronotions of nore than two grades in a |-year period.
The restriction in subchapter 5, FPM Chapter 330, providing for a 3-nonth

wai ting period after the enployee's | atest nontenporary conpetitive

appoi ntnent, applies to pronotion under this training agreenent. Selected
enpl oyees may be placed in entry positions by reassignment or voluntary change
to | ower grade. Enployees who have been downgraded through no fault of their
own, nmay be pronoted into an Upward Mbility trainee position under this

trai ning agreenent providing tinme-in-grade and X-118 qualification
requirenments are net.

8§2045. 1222 Training plan.

a) Wthin 30 days after selection of an enpl oyee to the Upward
Mobility position, an individual training plan will be prepared and wil|l
i nclude the follow ng (See Exhibits G and K):

(1) identification of bridge and target positions including dates
and tinmetables for reaching goals.

(2) the training objective

(3) the responsibilities of the supervisor, trainee and Personne
Ofice.

(4) the person who will provide counseling.
(5) the process for evaluating trainee's progress.

(b) In addition, the training plan will specify the formalized training
courses, on-the-job training and other training for conpletion of the
Program (See Exhibit H)
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(c) Attached to the plan will be a copy of the position description of
the entry position.

(d) The Individual Training Plan should be signed and dated by the
fol | owi ng:

(1) imedi ate supervisor

(2) Staffing Specialist (Admnistrative Oficer or Personne
Managenent Speci al i st)

(3) Director, Personnel and Chief of Training Branch
(4) State and Finance Ofice Administrative Oficers
(5) enployee (trainee)

8§2045. 1223 Evaluation of trainee's progress.

(a) Supervisor's assessnent. Supervisors will forward witten reports
to the Personnel Ofice, at the National Ofice or to the Adm nistrative
Oficer, State level, or the Personnel Oficer, Finance Ofice. These
reports will be nmade at 3-nonth intervals for the first year and after
that, at |-year intervals. Prior to any pronotion, the supervisor wll
certify that the trainee is progressing satisfactorily and has clearly
denonstrated ability to performsatisfactorily at the next higher |evel
Witten reports are reviewed by the trainee and the Career Enhancenent/
Upward Mbility Coordinator/Adm nistrative Oficer, Personnel Oficer,
and then filed in the enpl oyee devel opnent record. The supervisor's
witten reports should include the foll ow ng:

(1) coments relative to the trainee's learning ability and
capability to perform assi gnnents.

(2) the degree to which the trainee met the objectives in the
devel opnent pl an.

(3) coments relative to trainee's attitude and application to
wor k

(4) trainee's attendance and relations with others.
(5) overall performance.

(6) revisions needed in Individual Training Plan

20
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VWhen the enpl oyee reaches the targeted position, the supervisor wll
make a final evaluation of the trainee's achievements and performance to
certify that all requirements have been net.

(b) Trainee's assessnent. The trainee will be expected to evaluate
work progress and training received. The trainee's witten reports wll
be submitted to the Administrative Oficer, State Ofice; Career
Enhancenent/ Upward Mbility Coordinator at the National O fice at the
same interval as the supervisor's evaluation. The trainee's witten
reports should include the foll ow ng:

(
|

1) has the training acconplished the objectives outlined in the
ndi vi dual Training Pl an?

(2) have assignments increased technical know edge?
(3) in what areas is further training needed?
(4) what factors, if any, are hindering progress?

Copi es of the Supervisor or Trainee assessnment will be provided to the
trai nee or supervisor upon his/her request.

8§2045. 1224 Program eval uati on.

The FnmHA Career Enhancenent/Upward Mbility Programw || be eval uated
each year by the Agency's Upward Mbility Coordinator. Each State and Fi nance
O fice should Prepare and submt to the Upward Mbility Coordi nator Form OP-
523-CD- B, Agency Annual Upward Mbility Activities Report, showing total field
activities. (See Exhibit | and K) This evaluation will be made to determ ne
the foll ow ng:

(a) effectiveness of the Program
(1) were objectives nmet by the supervisor and enpl oyee
(2) enployee Perfornmance after conpletion

(b) cost effectiveness

(c) enployee norale

§82045. 1225 - 2045.1250 [ Reserved]

Attachnents: Exhibits A, B, C, D, E, F, G H I, J, and K

0Qo
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Exhibit A

SKILLS I NVENTORY QUESTI ONNAI RE

This questionnaire is being used to identify enpl oyees with unused skills.

The information will provide a base for planning our Career Enhancenent/ Upward
Mobility Program For a meani ngful survey, we nust have all questionnaires
conpl eted and ret urned.

Nane: Job Title and G ade:
Wrk Locati on:

Length of Federal Service

Education: H gh School _ College
years years

Degree __ Oher Schooling

Pl ease |list below any skill or training you have that you are not using on
your current job. Renenber to list all skills regardless of how they are
acqui red, including those self-taught, taught to you by fam |y nmenbers, or
acqui red through bobbies, part-tinme or volunteer work.

Type of Skills How and When Acquired | Anount of | Would you like
experience in| to use this
using skill | skill in your

daily work
yes__or__no

Conti nue on reverse of this sheet if necessary

Do you desire to remain in the type of work you presently perforn? __ |If
not, what would you like to do? (Short-Term and Long-Term

Are you willing to relocate to performthis type of work?



Whul d you be interested in applying for a Career Enhancenent/Upward Mbility
position if the opportunity arose?

0Qo
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Exhibit B

General Instructions
Pl ease have your inmedi ate supervisor conplete and return the encl osed "Job
El ement Supervisory Appraisal™ formin the envel ope provided.
You shoul d conpl ete and carefully review the remai ning application fornms

bef ore subm ssion on or before . The conpl eted
package shoul d contai n:

- Basic Application for Career Enhancenent/Upward Mobility Program
- A SF-171 (Please make sure it is properly signed and dated)

- Performance Appraisal (nost recent)

- Job El ement Supervisory Appraisa

- Job El erment Individual Appraisa

Pl ease forward this application package to:

0Qo

(3-4-87) PN 42



RD I nstruction 2045-Y
Exhibit C

BASI C APPLI CATI ON FOR THE FARMERS HOVE ADM NI STRATI ON
CAREER ENHANCEMENT/ UPWARD MOBI LI TY PROGRAM

Instructions: Conplete this application formand subnmit it with specific
attachnments to the Agency contact designated on the vacancy
announcenent .

Current Job Title

Current Pay Plan, Series and G ade

Di vi si on

Ofice Mailing Address

O fice Phone Nunber Started working for USDA

Dat e
Check one: Career _____ Career-conditional Nei t her
Supervi sor's Nane Supervisor's O fice Phone

Supervisor's Ofice Miling Address

Il1. Extracurricular Activities - Please list on the reverse side of this
form

Career Goals and Interests - State on reverse side of this form

I11. Attachnents -

1. Pl ease attach an up-to-date SF-171, "Application for Federal
Enpl oyment”. Be sure to list all paid and unpaid work experience
and activities. Review the education, training and awards section
for accuracy and conpl et eness.

2. Supervi sory appraisal (s), if called for in vacancy announcenent.
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Page 2

Extracurricular Activities

Pl ease |ist any activities not shown on your SF-171 which you think mght show
your potential to assume the duties of the position for which you are
applying. List activities such as school projects, conmmunity and vol unt eer
Programs, clubs and hobbi es.

Dat es

From To Organi zation/ Activity Descri be what you did

Sel f - devel opment efforts, e.g., training courses, education, etc. (Related to
the target position.)

Career Goals and Interests - Describe (1) your purpose in applying for this
position, (2) your career goals, and (3) how the Career Enhancenent/ Upward
Mobility Program can benefit you. Limt to 500 words. You may attach an
extra sheet to this application

| certify that all information given in this application is true, conplete and
correct to the best of ny know edge.

Si gnature Dat e

0Qo
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Exhibit D

( SAVPLE)
JOB ELEMENT SUPERVI SORY APPRAI SAL

Instructions: Based on personal know edge of the applicant, supervisor should
eval uate applicant on each job element |isted bel ow by checking the
appropriate colum. Please return to Room 6900-S

Nane of Applicant Position Applied For

KNOALEDGE, SKILLS OR (/e DEGREE | _ HOWN MEASURED _
ABI LI TY STATEMENT | | | | Interview,
REPRESENTI NG JOB | Not Denon-| Acceptable | Above | Review of
Super vi sory ELEMENTS | strated | For Position| Average| Records,

| | | | Appraisals, etc.

Ability to learn, under-
stand apply, and
interpret policies/

pr ocedur es

Ability to plan and
organi ze work and to
adapt to new situations

Ability to analyze
program data and draw
sound concl usi ons
(deci si on- _maki ng)

Ability to comrunicate
in witing

Ability to carry through
assi gnnents

Denpnstrates skills in
verbal expression

Accepts additional or
new responsi bilities and
initiates action

Supervi sor's Signature Dat e

0Qo
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Exhibit E

( SAVPLE)

JOB ELEMENT | NDI VI DUAL APPRAI SAL

The following job elements will be used to evaluate you for this position;
pl ease address each of these elenents in terns of experience, training,
education, and or interest. Use the reverse side if nore space i s needed.

1. Ability to | earn, understand, apply and interpret
pol i ci es/ procedur es.

2. Ability to plan and organi ze work and to adapt to new situations.

3. Ability to anal yze program data and draw sound concl usi on (deci sion
maki ng) .

4. Ability to communicate in witing.

5. Ability to carry through assignnments.

6. Denonstrates skills in verbal expression
7. Accepts additional or new responsibilities and initiates action.
| certify that all information given in this application is true, conplete,

and correct to the best of ny know edge.

Si gnature Dat e

NOTE: Please return this application with an up-to-date SF-171
"Application for Federal Enploynent," and the attached supervisory
apprai sal to:

0Qo
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Exhibit F

( SAVPLE)

SELECTI ON LETTER

(USE ACTI VI TY LETTERHEAD)

You have been conpetitively selected for participation in the Career
Enhancenent/ Upward Mbility Program The position to which you will be
assigned and to which you may subsequently be pronoted is as foll ows:

ENTRY POSI TI ON | NTERVEDI ATE_POSI TI O\( S) TARGET POSI TI ON
(List) (List) (List)

This selection may permt you to be subsequently pronpbted to the target
position w thout competition, provided you:

(a) Conplete the prescribed classroomand/or on-the-job training in
a satisfactory manner.

(b) Achieve an acceptable | evel of conpetency and skill proficiency.

(c) Denonstrate diligence and dedication to the job to which
assigned, including a satisfactory attendance record.

By this action, nanagenent al so agrees to:

(a) Provide on-the-job, classroomand work experience training which
will afford you the opportunity to acquire the skills necessary for
acconpl i shnent of the job.

(b) Underwite expenses involved, within established policies, for
training required to achi eve an acceptable | evel of proficiency.

(c) Provide counsel and guidance in order for you to progress in a
tinely and orderly manner to the target job.

In the event you are not able to denonstrate successful perfornmance and

conpl ete the prescribed training, the Career Enhancenent/Upward Mbility
agreenment will be termnated and you will be returned to your former position
or be reassigned into a conparable position for which you are qualifi ed.

Li kewi se, if for sone reason, such as a reorganization or |ack of financing,
managenent finds it no longer feasible to fill the target position, the
agreenment may be termnated and you will remain in your position or be

reassi gned to a conparabl e position for which you are qualified.

/sl Appropriate Signature

0Qo
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Exhibit G

TRAI NI NG AGREEMENT PLAN FOR CAREER ENHANCEMENT/ UPWARD MOBI LI TY

This Agreement and the Training Plan(s) will develop the sel ected
Tr ai nee to enter the occupational series
(Nane)
and progress toward the target position of
(position title, series and grade)

TRAI NI NG OBJECTI VES:

(Specify the duties and tasks for the target position for which this agreenent
is directed)

SUPERVI SCR' S RESPONSI BI LI TI ES

Assigns work projects, providing instruction and assuring that the trainee
applies the techni ques and nethods taught.

On a regul ar basis, evaluates the effectiveness of formal training and on-t he-
job instruction.

Serves as the trainee's principal advisor and counsel or.

On a regular basis, discusses with the trainee the trainee's progress and any
probl enms encountered in reaching the objectives in the training plan

Reconmends and approves any formal training in the training plan and submts
to Personnel Oficer

Evaluates in witing the trainee's performance at |east quarterly.

Reconmends advancenent of the trainee to the next higher level or target |eve
of the position in this agreenent when the trainee satisfactorily conpletes
all requirenents.

(Add any additional statements as needed).

TRAI NEE' S RESPONSI Bl LI Tl ES

Agrees that a significant portion of this Programs success rests with the
trainee's personal initiative and enthusiasmin working toward the objective

of the training agreenent.

WIl enroll in self-devel opment course to supplenment and augnent the training
given. Self-devel opment training needed will be shown in the training plan.

W11l evaluate work prograns and training received by preparing a witten
report every four nonths.
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(Any additional statenments as needed).

NOTE:

Trai nees who fail to nmeet performance requirenments of the program may be
returned to their fornmer positions or those of simlar duties, title and
grade. Any pronotions received since entering the Programw |l be forfeited
if the trainee fails to conplete the entire program and reach the target

grade. In cases where an enpl oyee enters the Programthrough vol untary change
to |l ower grade, repronotion to the forner grade level will be subject to
conpetitive nerit pronotion procedures

PERSONNEL RESPONSI BI LI TI ES

Personnel O fices/Adm nistrative Ofices agree to provide technical assistance
and consultation to programofficials and trai nee in devel oping effective
training plan to neet program objectives.

Assist programofficials and trainee in inplenenting training plan which will
qualify and equip trainee with skills and know edge necessary to perform at
the desired target |evel

Approve and schedul e appropriate training; nmeet with and consult with

supervi sor and trainee on a regular basis; provide necessary career counseling
to trainee; and hel p supervisor effect necessary Placenent action for trainee
if the trainee is not successful in conpleting target position requirenents.

PROGRAM DURATI ON

The training agreenent covers __ year(s) at which tine the trai nee shoul d
neet the requirenents of the target position. The trainee shall continue in
each Career Enhancenent/ Upward Mbility position until each tine the trainee
has reached the full performance | evel of the internmediate or target position
In the event the trainee is unable to fully denobnstrate successfu

performance, the trainee will be reassigned to a conparable position for which
qual i fi ed.

TRAI NI NG PLAN(S):

A specific Training Plan(s) will be devel oped for you.

Super vi sor:
(Si gnature) (Dat e)

Tr ai nee:
(Si gnature) (Dat e)

Second Li ne Supervi sor
(Si gnature) (Dat e)
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TRAI NI NG PLAN FOR CAREER ENHANCEMENT/ UPWARD MOBI LI TY
(Sampl e)

Tr ai nee: Begi nni ng Dat e:

Conpl eti on Date:

Entrance Job Title: Loan Assistant, GS-1165-5

Target Position: Loan Specialist, GS-1165-9

Pur pose of Training

To enable trainee to performduties at the GS-5 | evel and to enhance trainee's
opportunities for advancenent to the GS-9 level as a Loan Speciali st.
Promotion to GS-9 will be based on a Positive determ nati on by nanagement t hat
the trainee fully denmonstrates the capability to successfully performat the
hi gher | evel of responsibility.

Dat e Conpl et ed
and Remar ks

Di scussi on, FrHA 1 week
I nstruction, planned

readi ng and atten-

dance of staff and

techni cal neetings.

Oientation to the

organi zati on and

function of the unit.
Novenber 1980

Familiarization with Di scussion, QIT 2 week
the duties of the and pl anned
target job. r eadi ng

Decenber 1980
Under st andi ng of Di scussi on and 1 week
of fice procedures alT.

| aws and regul ations
on operations | oan
polici es.

Decenber 1980
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TRAI NI NG PLAN FOR CAREER ENHANCEMENT/ UPWARD MCBI LI TY ( Conti nued)

Oientation to
Fi nanci al and Admi ni -
strative Operations.

Fi nance O fice

Trai ning on | oan
application processing,
agency funding,

| egi sl ation, appeals
settlement, collection

Type of Ti me Dat e Conpl et ed
Trai ni ng Al | owance and Remar ks
Detail to NO 1 week

Detail to F. O 1 week

aT 4 weeks
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VACANCY
ANNOUNCENMENT MERI T PROMOTI ON PROGRAM

UNI TED STATES DEPARTMENT OF AGRI CULTURE
FARMERS HOVE ADM NI STRATI ON
CAREER ENHANCEMENT PROGRAM ( CEP)

Eligibility Requirements: To be eligible to apply for participation in the

USDA, Farmers Home Adninistration (FnHA) Career Enhancenent Program an

enpl oyee nust:

-be in a single-interval series position at GS-I through GS-9 grade |evel,
or equival ent (wage grade).

-be employed in the Federal government for at |east one year of continuous
service prior to the application closing date.

-hold at | east a conpetitive career; career-conditional appointmnent;
Schedul e A, Section 213.3102 (u) (Physical Handi cap) continuing excepted
appoi ntnent; or a Veterans Readjustnent Appointnent (VRA).

Entry Position | SSUE DATE:
Loan Assistant, GS-1165 5/7

ANNOUNCEMENT NO.
Target Position

Loan Specialist, GS-1165-9 TO APPLY: Send all specified
Application material to:
Pronotion Potential to G5-9 Li nda Hawki ns
(Career Ladder GS-9/11) U S. Department of Agriculture
Farnmers Home Administration
POSI TI ON LOCATI ON:  USDA, FnHA Personnel Div., Rm 6900-S
Singl e Fam |y Housi ng (SFH) Washi ngton, DC 20250
Washi ngt on, DC PHONE: (202) 447-4326
CEP Application Forms may be
AREA OF CONSI DERATI ON: obt ai ned from
FmHA - Washi ngton, DC commuting area FHA Per sonnel Divi sion

Rm 6900- So. Bui | di ng
Washi ngton, DC 20250

CLCSI NG DATE: (Must be at
| east 15 wor ki ng days)

Position Duties:

The incumbent will serve as a Loan Assistant in the Single Fam |y Housing
(SFH) Servicing Branch responsible for devel opi ng and inpl ementi ng operating
pl ans, policies, and procedures that regul ate and gui de SFH servicing on a
Nat i on-wi de basi s.
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Gui del i nes:

Qui del i nes include FnHA procedures, regul ations, published material, and
| egi sl ati on applicable to program operations.

Application Procedure:

Al'l persons applying should submt the follow ng application forns:

1) SF-171
2) basic application for FnHA Career Enhancenent/Upward Mbility
Program

3) Job El enment Supervisory Appraisa
4) latest AD 434, Performance Appraisa

Pronotion Potential:

Promotion potential will be based on satisfactory performance and conpl eti on
of Career Enhancenent/Upward Mbility Traini ng Agreenent or absence of

Adm ni strative constraints

(i.e., lack of funds, reorgani zation, etc.)

Salary Retention:

If the selected employee is otherwise eligible for the Career Enhancenent
Program and the sal ary cannot be accommodated within the rate range, the
reassi gnnent or denotion of an enpl oyee entering such a programis not to be
consi dered "at the enployee's request” and the enployee is entitled to salary
retention.

ALL CANDI DATES W LL BE CONSI DERED W THOUT DI SCRI M NATI ON FOR ANY NON- MERI T
REASON SUCH AS RACE, COLOR, RELIG ON, SEX, NATIONAL ORIA@ N, POLITICS, MNARI TAL
STATUS, PHYSI CAL HANDI CAP, AGE, MEMBERSH P OR NON- MEMBERSHI P | N AN EMPLOYEE
ORGANI ZATI ON

NON- SELECTED APPLI CANTS W LL BE NOTI FI ED.
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Level of Consi deration:

Career or career-conditional enployees in grades GS-4 or above, who neet
qualification requirements, for GS-1165-5/7 will be considered. Unqualified
candi dates at the GS-5/7 level will be considered for |ateral reassignnent
under a USDA Trai ni ng Agreement.

Qualifications:

Candi dat es may either:

1. Meet qualification requirenments for the GS-1165-5 or 7 levels contained in
the X-118 Qualification Standards:

GS-5 - 3 years general experience

GS-7 - 3 years general plus 1 year specialized experience. GCeneral experience
is adm nistrative, professional, investigative, technical or other responsible
work that has required ability to gather and anal yze facts and figures and to
present such information, and conclusions drawn therefrom in clear |anguage,
both oral and witten.

Speci al i zed experience in one or nore of the follow ng:

(a) analyze credit position and evaluate collateral offered as security
for | oans, considering earned and potential incone, or in the case of

| oans to business firnms, the skill and integrity of nanagenent,
financial stability, relation of inventories to market value, and |ike
nmatters;

(b) make appropriate nodifications or adjustnent of terns needed to
i nsure repaynent of delinquent or potentially delinquent |oans;

(c) determine action relative to acquisition, nmanagenent, or other
collateral, that will provide satisfactory settlement of default |oans;

(d) offer guidance to borrowers as to sound financing policies and w se
use of credit; or

(e) develop policies and procedures to guide or govern |ending
prograns. Experience denonstrating the above abilities may have been
gai ned in such work as: review ng and passing upon applications for
agricultural, comrercial, bank or nortgage |oans in the capacity of

| ender, guarantor, or agent for |enders or guarantor; servicing a | oan
portfolio of a bank, building and | oan or savings and | oan associ ati on,
I nsurance conpany or Governnment agency; accounting or auditing in a

I ending institution; financial analysis of comercial concerns for

i nvest ment purposes; appraisal of real estate to determ ne property
eval uation and structural stability of property.
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SAMPLE (Continued)
2. Empl oyees who do not neet qualification requirements can be considered for
| ateral reassignment to the entry level. 1In these instances, the
qualification requirements will be tenmporarily waived. Eligibility in this

i nstance shall be based on an assessnent of potenti al

Trai ni ng Requirenents:

I ndi vidual s selected for this position who are not qualified for the target
position shall be placed in an intensive training program Applicants should
keep in mnd that the time-in grade restrictions still apply under the Career
Enhancenent / Upward Mobility Program

Met hod of Eval uation

Candi dat es neeting X-118 requirenents shall be eval uated agai nst the foll ow ng
job el enents.

1. Ability to | earn, understand, apply and interpret
pol i ci es/ procedur es.

2. Ability to plan and organi ze work and to adapt to new situations.

3. Ability to anal yze program data and draw sound concl usi on (deci sion
nmaki ng) .

4. Ability to communicate in witing.

5. Ability to carry through assignments.
6. Denonstrates skills in verbal expression

7. Accepts additional or new responsibilities and initiates action.
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